Responsibility Rota

It is understood that Team members have particular tasks / projects that they regularly work on; hence this is a responsibility rota – not a “assigned work” rota.   

If a member of the team is unable to personally take care of their assigned task on a particular day, then it is that persons RESPONSIBILITY to arrange cover for that task

If no assistance is forthcoming from the rest of the team – i.e. everyone is busy, then escalate to management.

Determine “Who” is doing “what” on a particular day

The first table lists SAN BAU Team members and their task number for a particular week:  This table shows a five-week repeating cycle – i.e. come to the end of Wk 5 return to Wk 1 – rinse and repeat.  

To find out the current week, refer to the SAN BAU Calendar on Sharepoint

	 
	Wk 1
	Wk 2
	Wk 3
	Wk 4
	Wk 5

	David                        (DPC)
	1
	2
	3
	4
	5

	Thomas                    (TW)
	2
	3
	4
	5
	1

	Andy                         (AJJ)
	3
	4
	5
	1
	2

	Krishnam                  (KV)
	4
	5
	1
	2
	3

	Ashok                       (AR)
	5
	1
	2
	3
	4

	
	
	
	
	
	


The second table shows a list of necessary SAN BAU daily tasks, the numbers directly correspond to the “task numbers” in the table above.

	 
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat.

	VCC / E-Mail / 'phones
	1
	2
	3
	4
	5
	 

	Aperture
	2
	3
	4
	5
	1
	 

	VT / Infoman
	3
	4
	5
	1
	2
	 

	Replistor
	4
	5
	1
	2
	3
	 

	AOB
	5
	1
	2
	3
	4
	 

	 
	 
	 
	 
	 
	 
	 


For example: person taking care of Aperture on Wednesday of Wk 3 is Thomas.

